Procedure: Adding a PowerPoint Presentation or Web Site to Your Room

Introduction: If you add a PowerPoint Presentation to your room, you'll be able to
display the slides individually during your presentation and make
notes on them using the eBoard tools. You can also quickly launch

a web site in your presentation if you want to. These are great
ways to customize your presentation.

Getting Started:  This process needs to be completed before you administer your

live session. You need to be logged into the administration
features of Horizon Wimba and have your room open.

Steps:
1. Click on the “Content” tab:

Rooms Archives Exit | Lobby | Help

Content | Room Settings | Media Settings | Access | Poll Results

Modify Resgm: Don Tollefson's Meeting Room

Settings o Show Advanced Settings| | $J35Open this Room
Room ID: daonsroom iimnr Room |
Title: |D0n Tollefson's Meeting Room _‘Qhuld.nglnfn J

T E Duplicate Room J
Description: | ‘
| |

This field iz optional; filling it out will allow viewers of archives
created from thizs room to send email to the presenter,

Save Ghanges J

Presenter Email:

2. Click on the “New Folder” button:

Rooms Archives Exit | Lobby | Help

Content | Room Settings | Media Settings | Access | Poll Results

Modify Room: Don Tollefson's Meeting Room

Presentation Content o—ﬁﬁllder J
Select a folder from the list to modify its contents: 5 open this Room
Folder Title Slide Count Delete

iinw Room
Default Content Folder 0 slides @ & gk = o

At nro

Snapshots 2 slides @ 1o 4 g

E Duplicate Room J
Folder Tie Slide Count Delete

* Denotes a systemn folder that can not be deleted.



3.

Type the name of your new folder and click on the “Create” button:

Rooms Archives Exit | Lobby | Help

Content | Room Settings | Media Settings | Access | Poll Results

Modify Room: Don Tollefson's Meeting Room

Create A New Folder
New Folder Name: @udget Meeting ) |

o ___——ﬂ) Cancel

A confirmation screen will appear and your new folder will be listed. To add your
PowerPoint, click on the folder name (it's a hyperlink).

Rooms Archives Exit | Lobby | Help
Content | Room Settings | Media Settings | Access | Poll Results

Modify Room: Don Tollefson's Meeting Room

MNotice: New folder "Budget Meeting' created *—

Presentation Content ﬁ New Folder

Select a folder from thglist to modify its contents:

. . ﬁEOwnthisRoom J
Folder Title Slide Count == Edit  hlete
nfo___Title £ Enter Room
Default Content Fguffer 0 slides @ o * 9 Tracking Info
Snapshots 2 slides O] Ve *
g . i ; - aDupliceto Rogen
Budget Me 0 slides KD %4 ()

Folder Tide Slide Count B Edit

Info Title mrelti=

* Denotes a systern folder that can not be deleted,

Click on the “Browse...” button to select your PowerPoint from your computer,
then click the “Add” button to add the slides to your presentation. Horizon Wimba
will automatically convert each of your slides into an individual .gif image,

meaning any transitions you had on your original PowerPoint presentation will no
longer work.

Rooms Archives Exit | Lobby | Help
Content | Room Settings | Media Settings | Access | Poll Results

Modify Folder: Don Tollefson's Meeting Room: Budget
Meeting

Empty folder selected. Please begin adding content to your folder below.

—
G(Z_:\Ducuments and Settingsidtollefsoryh [ Browse ] -‘——

Upload New [¥| Display this content in the eBoard

Content:
Add h




6.

7.

Modify any content you desire:

YOU WANT TO:

Then you should:

Leave it alone

Go to step 7

Change the slide

e Click in the box in front of the slide you want to move

order e Use the up and down arrows to move the slide to it's
new location
e Click on the “Save Changes” button
Change the slide titles | o Click in the “Title” of the slide you want to change.

e Type in the new slide title
e Click on the “Save Changes” button

Delete a slide

e Click in the box in front of the slide you want to
delete

e Click on the “Delete Selected Items” button
e Click on the “Save Changes” button

To add a URL, click on the “New Content” button:

Rooms Archives

Content | Room Settings |

Exit | Lobby | Help
Media Settings | Access | Poll Results

Modify Folder: Don Tollefson's Meeting Room: Budget

Meeting

Modify your content list using the table below: Shmmﬂmllﬂm | | 3w Content

M Filename /URL
12005 SES Performance

Edit # Tite

13 |2005 SES Performance Pl eBoard

#%Own this Room_|

[12005 SES Performance

12005 SES Performance
2005 SES Performance

b ] ]

12005 SES Performance

2005 SES Performance

Filename /URL

Delete Selected ltems. J

b iEnter Room
2) |Overview of DOIs SES F‘er‘l| eBoard v 4D Tracking Info |
N |2005 SES Performance—l‘:\al eBoard hd [}y Duplicate Room |
4) |OPMS Certification Principlz| eBoard v
52 |Assessment,¥ Guidance | eBoard v
61 |Accountability eBoard hd
Edit #  Title Target

Save Changes




10.

Type the URL you want to share in the appropriate box and click on the “Add”
button:

Rooms Archives Exit | Lobby | Help

Content | Room Settings | Media Settings | Access | Poll Results

Modify Folder: Don Tollefson's Meeting Room: Budget
Meeting

[ |[(Brawsze.. |

Upload New Display this content in the eBoard

Content:
Add J

|ttp sy
Enter the full URL in the text field above.
Or Add a URL: (URLs will display in 2 new browser window, ]

T —

The only things you’'d want to do here is possibly change the name of the slide or
move the slide (follow directions in step 6 above) or change the target. Keeping
the target at “New Window A” will open the web site in a new window for your
meeting participants. This tends to be the best option. If you make any changes,
you need to click the “Save Changes” button.

Rooms Archives Exit | Lobby | Help

Content | Room Settings | Media Settings | Access | Poll Results

Modify Folder: Don Tollefson's Meeting Room: Budget

Meeting
Notice: The URL "http://budget.fws.gov' was added successfully.
Modify your content list using the table below: Show Content Dessriptions| MJ
M Filename /URL Edit # Tite Target ﬁi Open this Room J
[J2005 SES Performance 1) |2005 SES Performance Pl| eBoard v _ﬂ!ﬂfmﬁonm r
Iil 12005 SES Performance 23 |O\rer\tiew of DOIs SES Per‘l| eBoard v -aﬁag;kj_nsmfo J
(] [Jz0o05 SES Performance 3 |2005 SES Per‘formance—Be| eBoard v [ Duplicate Room |
IL—I [J2005 SES Performance 44 |OPMS Certification Principls| eBoard w
|£'| [J20058 SES Performance 3] |Assessment;’Guidance |eEloarcI »
2005 SES Performance £ |Accountability eBoard b
Ohttp:/fbudget. fus.gow 73 |budget.fws.gov ) v

Filename /URL

Delete Selected ltems ]

e Changes J

That's it. Your content is now created.



